
- Reason -

Functionality Issue 
with Device

(Not working Properly)

- Reason -

Functionality Issue 
with Device

(Not working Properly)

Is it 
Fixable 

?

Is it 
Fixable 

?

-IT Enters a 
FootPrints Ticket.
-Troubleshoot Issue 
(IT must physically 
view and confirm 
issue )

-IT Enters a 
FootPrints Ticket.
-Troubleshoot Issue 
(IT must physically 
view and confirm 
issue )

?

-User gets the 
Current Free 
Smart Phone from  
our Provider.

-User gets the 
Current Free 
Smart Phone from  
our Provider.

NO

NO

YES

- IT 
Proceeds 
to Fix

- IT 
Proceeds 
to Fix

YES

-Confirmation by e-MAIL: 
user Accepting Current 
Standard Option for 
upgrade (No exchange 
allowed once ordered).
-Get Written Approval.

-Confirmation by e-MAIL: 
user Accepting Current 
Standard Option for 
upgrade (No exchange 
allowed once ordered).
-Get Written Approval.

-Start Requisition 
Process (WO# and 
Req #).
-Order device with PO#
-Deploy it and Update 
FootPrints Ticket.

-Start Requisition 
Process (WO# and 
Req #).
-Order device with PO#
-Deploy it and Update 
FootPrints Ticket.

EXCEPTION TO POLICY: 
(Not Eligible for Update)     -
Request Written Approval 
from IT Director or from 
Commissioners Court.

EXCEPTION TO POLICY: 
(Not Eligible for Update)     -
Request Written Approval 
from IT Director or from 
Commissioners Court.

Was the 
EXCEPTION

Approved

Was the 
EXCEPTION

Approved
? YES

NO

Eligible  for  upgrade
2 Years since last   

upgrade

Current Standard Option for upgrade: Needs to be amended as needed during the year, according to the new iPhone device that our Provider releases.
Current Free Smart Phone for upgrade: Needs to be amended as needed during the year, according to the new iPhone device that our Provider releases.

IT Procedure
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